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22 November 1954

MEMORANDUM FCRs Staff and Divieion Training Officers (for distribution)
Training Iiaisen Officers = DDI, DDA (for distributien)

SUBJECT: Use of Training Evaluation Reperts

1. The procedures recommended to all CIA componsnts by the
Office of Training for the interpretatien and hendling of training
evaluation reporte are based upen the following coneepts and
pringiples: '

a, Training evaluation reports provide infermation which ean
e used together with octher evidence in meking declsions relating
to the individual. Achievement ratings and comments on beshavier
and perscnal characteristics cbserved in training can help provide
insight inte strengths and wealnesses, The reports should not be
used as the sole basis for action, but enly in conjunetiscn with
other evidence of the individusl®s abilities,

b. Interpretation of training evaluation reports should be
based upon knowledge of the course content, evaluation procedures
and other pertinent factors such ae the periocd and conditions of
vbaservation specified in the reports.

€. Dissemimation of training evaluation reports, like that

of all other sensitive doocuments, should be 1imited to authoriged
persocanel

d. Training evalustion should bemefit ths student by helping
him to undersetand his own strengths and wealmesses, However,
portions of the training evaluation report which refer to perscnal
characteristics should be discussed oaly when the supervisor has
obeserved similar characteristics in the individual‘s performance,

Za The above principles are the basis for the following -

procedures recommended for disseminati ue and filing trai
evaluations reports, ne» ueing e nive

a. All training evaluatien reporte will be sent to the train-
ing or training lialeon officer for the appropriate office or staff,
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b, The training or training liaison officer will make thege .
training evaluation reports available through the appropriate line
of supervision to the fumstlienal superviser,

. ©o Trainimg evaluatiom reporta will be transmitted on an
"Eyes Only" basis, with authorisation to see limited to those who
have a need to know for personmel astion. Cere will be exercised
to see that clerical perscnrel do not see the report. Any copy of
the report filed in any personnel folder will be placed in a sealed
envelops.,

d, For basic and clerical ooursss and all others in which the
evaluation material lends itself te such a divisiocn, the training
evaluation reports will be divided into:

(1) Part I, report of student!s achievement in attaining

course goals and any fastual commsnt incident to his performence

in the course, Copy of Fart I will be pleced in the employee's

officilal personnel file,

(2) Part II, perscmality ratings, subjective comments relating

to persomality, attitudes, ete., and A & E memoranda, Part II

will pot be placed in the employee's official persomnel file,

8. The section concerning student achievement and factual
comment (Part I above) may be shown to and dlscussed with the
individual by the functional supervisor. Where a separats,
immodiate supsrvisor i1s invelved, he will be fully informed, either
by being present or by being thoroughly briefed by the functional
superviser,

L. Part II of the report will mot be shown to the individual,
It will be reviewed through appropriate line of supervision,
ineluding the functicmal supsrvisor, and will be uti{ligzed as an
aid in directing cbservation. If and when a supervisor has
confirming evidence from his cwn cbservation s he mey make reference
to the fact that the training report alss pointed out this
behevior, Diescuesien with the individual, however, should be
primarily concerned with the sunarviscr’s own cbservetion.

8- The office concsrmed is encouraged to confer with A & B

concerning controversial evalustioms or evaluations requiri
further consideration or additienal information, 4 b

h, Training ard training liaison officers have the
j responsi-
bility of seeing that training svaluations are being in'terprgged
properly. They should follow up on A & E memos and training
evaluation reports to imsure that superviacrs contast A & B in
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all instances where this iz desirable. The training and training
lialeon officer should be made aware of all conferences wvith the
A & E Staff concerning evaiuations and should attend those
conferences whare he thinmkr his presence is necesesary.

i. If the individual superviscr has scme additional knowledge
which agsiste him in understanding the person's performance in
training as reported in the training evaluation report and which
be feels should be made available to those persone reading the
report in the future, he should bring this to the attention of the
A & E Staff. After ccnsultation, he may then prepare a comment
or interpretation to be attached to the iraining evaluation report.
Jour coples of eny such data should be sent to the A & E Staff for
the same distribution as given the training evaluation.

3. Thie memorendum has been fully coordinated with 211
training ccumittees and training and training liaisen officere.
FOIAb3b

MATTHEW BAIRD
Mrector of Training




